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Foreword 


During  the  summer  of  I98O,  Albertans  were  Involved  in  many  festival  activities  to  celebrate 
the  75th  Anniversary  of  their  Province.     In  many  cases  this  was  a  new  experience  for  both  the 
organizers  and  participants.    These  successful  celebrations  are  pointing  to  much  more  festival 
activity  in  the  years  to  come. 


The  Calgary  office  of  Alberta  Culture  undertook  to  gather  information  which  could  assist 
those  who  will  be  planning  and  organizing  festivals  in  the  future.    This  was  possible  through  the 
generous  assistance  provided  by  the  Festival  of  the  Arts  Consultants  in  Calgary  and  a  student 
researcher  hired  through  the  Summer  Temporary  Employment  Program. 


The  information  in  this  booklet  has  been  assembled  by  working  closely  with  festival  sponsors 

in  the  Calgary  Region.     Although  the  examples  are  from  this  region,  it  is  believed  that  the 

information  pertains  to  many  groups  and  will  hopefully  assist  those  who  will  be  planning  festival 
events. 


Betty  Blommaert  Radford 
Regional  Representative 
Alberta  Culture 


y 


1 

Contents 


INTRODUCTION   1 

THE   IDEA   2 

A.  GETTING  ORGANIZED 

THE  SPONSOR   3 

ORGANIZING  A  FESTIVAL   ^4 

ORGANIZATIONAL  STRUCTURES   h 

THE  STEERING  COMMITTEE   5 

THE  PRODUCER   6 

THE  SECRETARY   6 

THE  FINANCE  COMMITTEE   6 

THE  FUNDRAISING  COMMITTEE   7 

THE  HOSPITALITY  COMMITTEE   7 

THE  PROGRAMMING  COMMITTEE   8 

THE  PUBLIC  RELATIONS  COMMITTEE   8 

THE  SITE  COMMITTEE  10 

B.  FESTIVAL  COMPONENTS 

THE  BUDGET  12 

VOLUNTEERS  13 

CONTRACTS  13 

PUBLI  CITY  15 

C.  SECURING  RESOURCES 

STAGES  18 

SOUND  20 

GENERAL  COMMENTS  20 

CHOOSING  A  SOUND  SYSTEM  20 

THE  SOUND  RENTAL  22 

RENTAL  COST  23 

GLOSSARY  -  SOUND  SYSTEMS  24 


Digitized  by  the  Internet  Archive 

in  2015 


https://archive.org/details/organizingfestivOOalbe 


LIGHTING  26 

GENERAL  COMMENTS  26 

CHOOSING  A  LIGHT  SYSTEM  26 

THE  LIGHTING  RENTAL  2? 

RENTAL  COSTS  27 

GLOSSARY  -  LIGHTING  29 

INVOLVING  THE  VISUAL  ARTIST  31 

SPACE  FOR  THE  VISUAL  ARTS  31 

ART  DISPLAY  32 

TENTS  33 

SECURITY  FENCES  33 

USE  OF  SCHOOLS  3^ 

FOOD  DISPLAYS  AND  CONCESSION  STANDS  3^ 

PORTABLE  WASHROOMS  35 

ANIMALS  35 

BANNERS,  FLAGS  AND  PENNANTS  36 

HELIUM  FOR  BALLOONS  36 

D.  SOURCES  OF  INFORMATION  37 

E.  BIBLIOGRAPHY  kO 


Introduction 


The  term  festival    is  a  broad  ranging  one  which  cannot  be  easily  typified  or  exemplified. 
Basically  it   is  a  celebration,  a  celebration  of  people  and  their  institutions. 

The  reason  why  it   is  so  hard  to  describe  festivals  is  that  the  institutions  they  celebrate  are 
so  different.     The  institution,     or  aspect  of  one,  constitutes  the  theme  of  the  festival.  This 
theme  unifies  the  various  events  that  can  occur  in  a  festival. 

A  festival,  for  instance,  may  choose  to  celebrate  the  institution  of  sports.     This   is  a  wide 
category  so  it  may  be  narrowed  to  one  aspect  of  sports  such  as  soccer.     These  events  could  be  as 
diverse  as:     soccer  tournaments,  workshops,   banquets  featuring  well-known  names  in  soccer,  amongst 
others. 

Sports   is  just  one  institution  that  can  be  celebrated.     Cultural    institutions;  art,  dance, 
drama,  music;  ethnic  institutions,  a  nationality  and  its  folk  culture;   industrial  institutions, 
highlighting  the  activities  of  an   industry  or  business;   religious  institutions;   the  remembrance  of 
holy  events;  and  a  host  of  other  institutions  can  all   be  celebrated  in  festival  formats. 

The  information  contained  in  this  booklet   is  for  those  groups  wishing  to  put  on  a  festival 
but  who  p\re  not  sure  how  to  go    about     it.     Although  by  no  means  complete,   it   is  hoped  that  the 
information  will  guide  them  in  a  direction  favourable  to  their  purpose. 
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TflE  IDEA 


Every  festival  is  a  gamble  for  which  there  is  no  tried  and  true  formula  for  success.  There 
are  ways,  however,  to  increase  the  odds  in  the  festival's  favour. 

The  first  step   is  to  come  up  with  that  "Sure  Winner"  of  an  idea  for  a  festival  theme.  The 
idea  should  be  suited  to  the  community's  image,  adding  colour,  dimension  and  emphasis  to  its 
lifestyle  and  accomplishments. 

Here  is  an  example:     Calgary  has  had  for  a  number  of  years,  some  very  good  jazz  ensembles 
with  the  potential   to  produce  even  more.     While  this  was  well   known  to  the  jazz  community   it  was 
not  so  well  known  to  the  general  public.     Something  needed  to  be  done  to  get  the  deserved  re- 
cognition that  would  support  not  only  the  present  jazz  community  but  also  its  expected  growth. 

A  jazz  lover,   relatively  new  to  the  city  and  unknown  to  the  jazz  community,  was  aware  of  the 
situation  and  hoped  to  improve  it  by  promoting  local  jazz  talent.     He  formulated  the  idea  of  a 
"Home  Grown"  jazz  festival   that  would  highlight  Calgary's  jazz  musicians   in  a  festival  setting. 

Realizing  that  he  would  need  help  from  the  local  jazz  community  he  approached  its  fraternal 
organization,  Jazz  Calgary,  for  support.  They  were  enthused  by  the  idea  and  began  the  hard  work, 
which  lead  to  the  festival   ten  months  later. 

The  festival  was  a  success,  and  is  destined  to  become  an  annual  event.     This   is  testament  to  an 
individual's  ability  to  provide  the  needed  spark  to  make  it  happen. 

While  this  example  may  not  be  applicable  to  the  majority  of  situations  it  does  provide  proof 
that   ideas  coming  from  any  number  of  sources  and  given  the  right  circumstances,  can  ripen  to 
fruition. 

The  group  or   individual   interested  in  putting  on  festival  event,  must  be  able  to  recognize 
the  potential  of  their  proposal   to  the  community.     A  jazz  festival  was  suited  to  Calgary  for  a 
number  of  reasons.     Competent  musicians  were  available  locally.     An  enthusiastic  sponsor.  Jazz 
Calgary,  was  willing  to  provide  the  people  and  contacts  to  organize  the  event.     But  perhaps  most 
important  was  a  feeling,  based  on  such  things  as  increased  attendance  at  jazz  concerts  and  the 
opening  of  more  lounges  that  featured  live  jazz,  that  the  citizens  of  Calgary  were  ready  to  make 
the  event  a  success. 
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Getting  Organized 

TIIF  SPONSOR 

The  idea  for  a  festival  cannot  proceed  without  the  acquisition  of  sponsors.     A  sponsor,  be  It 
a  group  or  individual,  provides  money  and  people  to  fuel   the  project. 

Unless  the  idea  for  a  festival  comes  from  within  an  organization  that  can  provide  the  needed 
help  in  setting  up  a  festival,  the  search  for  an  organization  that  can,  will   be  a  first  priority. 
Such  an  organization  is  referred  to  as  the  "organizing  sponsor"  in  this  booklet. 

The  appropriate  organizations  to  approach  with  the  proposal  of  becoming  organizing  sponsors, 
are  those  with  an  established  interest  in  the  festival  theme.     Jazz  Calgary  was  the  logical  group 
to  approach  for  help  in  putting  on  the  "Home  Grown"  Jazz  Festival.     Just  as  logical  was  the 
Drumheller  School   Board's  sponsorship  of  the  touring  Alberta  Festival  for  Young  People. 

Of  course,  support  need  not  be  confined  to  just  one  organization.     Calgary's  International 
Food  Fair  solicits  sponsorship  from  the  city's  ethno-cul tural  groups  as  well  as  the  Calgary 
Canadian  Citizenship  Council. 

Organizing  sponsors  may  not  be  able  to  come  up  with  the  financing  necessary  to  run  the 
festival.     "Funding  sponsors"  will  have  to  be  recruited.     Prospective  funding  sponsors  will  want  to 
look  over  a  festival  proposal  and  a  budget  before  comm i tt i ng  the i r  money.     Armed  with  a  proposal  and 
budget,  the  festival  organizers  can  approach  possible  funding  sponsors  in  both  the  private  and 
publ i  c  sectors. 

There  is  always  the  possibility  that  the  festival  will   still  be  short  of  funds.     The  solution 
to  this  problem  is  for  the  festival  organization  to  raise  funds  on   its  own.     There  are  a  number  of 
good  books  available  from  public  libraries  on  how  to  raise  money  through  bake  sales,  paper  drives, 
raffles,  etc.     Publications  with  information  on  fund  raising  are  listed  in  the  glossary. 

Community  events,  such  as  festivals,  are  most  commonly  associated  with  non-profit  organizations 
interested  in  promoting  the  community.     A  successful   festival  will,  therefore,  attract  attention  and 
visitors  to  the  community  which  in  turn  will  benefit  the  economy. 

As  observed,  festivals  can  fit   into  or  be  included  in  any  number  of  categories.     Most  major 
community  festivals  have,  over  time,  broadened  their  scope  to  include  all   segments  of  the  community. 

The  Calgary  Exhibition  and  Stampede,  for  instance,  now  includes  cultural,  historical  and 
industrial   themes.     Its  growth,  a  product  of  success  has  necessitated  the  establishment  of  a 
permanent  board  of  directors  who  oversee  the  preparation  of  the  event  on  a  year  round  basis.  The 
Stampede  has  now  become  its  own  sponsor  drawing  patronage  from  numerous  other  sponsors  whose 
interests  fall  within  the  festival's  theme. 


3 


ORGANIZING  A  FESTIVAL 

This   is  a  long   involved  process.     Plenty  of  time  should  be  allotted  for  the  numerous  problems 
that  can  be  involved.     As  was  mentioned,  the  Home  Grown  Jazz  Festival   took  ten  months  to  organize. 

The  best  way  to  handle  problems  is  to  have  a  well  defined,  efficient  organization  prepared 
to  solve  them.  This  requires  people,  hard  working  conscientious  people  who  will  accept  responsi- 
bility and  act  on  it. 

Responsibility  left   in  too  few  hands  becomes  too  much.     Conversely,   responsibilities  left  in 
too  many  hands  may  go  unattended,  caught  up  in  the  game  of  "passing  the  buck".     An  effective 
organization  has  committees  and  individuals  within  them  who  are  responsible  for  particular  areas  of 
concern.     When  a  problem  does  come  up  it   is  automatically  delegated  to  the  appropriate  committee  or 
i  nd  i  V  i  dua 1 . 

All   facets  of  organizing  are  dependent  on  the  sponsors  for  financing,  personnel  and  any  other 
services  they  may  be  able  to  offer.     As  such,   the  sponsors  have  a  great  deal  of  control  over  the 
festival.     This   is  especially  true   if  there  is  only  one  sponsor  involved  in  organizing.     In  this  case 
the  executive  of  the  sponsoring  organization  may  wish  to  oversee  all  of  the  festival's  operations. 
If  at  all   possible,  however,  the  organizing  group  should  retain  a  degree  of  independence  from  the 
sponsor.     This  will  aid  efficiency,  allowing   it  to  be  flexible  enough  to  handle  most  immediate 
concerns  and  responsibilities. 

The  following  are  the  various  structures  that  usually  make  up  the  organization  of  a  festival: 


ORGANIZATIONAL  STRUCTURES 

The  organizational  structures  of  a  festival   consist  of  individual  and  committee  positions,  each 
of  which  has   its  own  responsibilities. 

Many  committees  have  sub-committees   looking  after  particular  concerns.     The  Home  Grown  Jazz 
Festival  divided  the  responsibilities  of  the  festival  site  into  three  areas  of  concern,  each  to 
be  handled  by  a  different  sub-committee.     One  sub-committee  looked  after  the  sound  system,  which 
had  to  be  adjusted  for  each  jazz  ensemble. 

Another  was   in  charge  of  all   the  other  requirements  of  the  stage,   including  the  moving  of 
equipment  on  and  off  the  stage  between  sets   (there  were  eight  sets  for  one  stage  during  the  one 
day).     The  third  sub-committee  looked  after  the  area  around  the  stage.     This   included  a  concession 
stand,  a  first  aid  station,  trailer  to  be  used  by  the  musicians  for  storing  and  tuning  instruments, 
as  well  as  the  clean  up  of  the  site. 

A  festival  organization  may  not  require  all  of  the  components  mentioned.     The  functions  of  a 
hospitality  committee,  for  instance,  were  not  needed  in  organizing  the  Home  Grown  Jazz  Festival. 
The  audience  came  from  the  local  area  so  no  special  efforts  were  necessary  to  get  the  community 
prepared  for  visitors.     The  musicians  were  also  from  the  local  area  there  was  no  need  to  arrange 
accommodation  or  transportation  for  them.     A  small   reception  was  held  after  the  festival,  organized 
by  the  public  relations  committee  as  an   informal  get  together  between  the  musicians,  festival 
workers  and  media  and   it  took  very  little  time  to  put  together. 


THE  ORGANIZATIONAL  STRUCTURE  OF  A  FESTIVAL  CAN  LOOK  LIKE  THIS 


ORGANIZING  SPONSOR  FUNDING  SPONSOR 


STEERING 


COMMITTEE 


SITE  COMMITTEE 


PROGRAMMI NG 


FINANCE 


PUBLIC  RELATIONS 


VOLUNTEERS 


SOUND      FESTIVAL  STAGE 
GROUNDS 


The  Home  Jazz  Festival  organizational   flow  chart,  sho\^/n  above,   is  based  on  a  one  day  festival 
featuring  eight   live  performances  by  local  area  jazz  ensembles.     Organization  was  available 
from  one  sponsor,  as  was  financing.     The  event  took  place  at  one  site. 


THE  STEERING  CQMNITTEE 

This  is  the  committee  that  keeps  the  festival  going   in  the  proper  direction.     In   its  initial 
stage  it  provides  the  planning  necessary  to  get  the  organization  moving.     Its  function  after  this 
is  to  oversee  all  of  the  festival's  operations. 


The  members  of  the  steering  committee  are  the  principal   components  of  the  festival.  People 
on  the  steering  committee  should  have  the  time  and  energy  necessary  to  do  a  proper  job.     (if  not, 
ask  the  person  to  rearrange  their  time  schedule  or  even  suggest  that  they  resign.     Nothing  creates 
more  problems  and  tension  than  a  committee  member  who  does  not  contribute  or  accept  responsibility) 
As  overseers  they  should  come  from  a  variety  of  backgrounds  so  that  their  collective  knowledge 
covers  every  aspect  of  the  festival  operation.     They  are  often  called  upon  to  be  spokesmen  for  the 
festival  and  should,  therefore,  be  dynamic,  outgoing  personalities. 


The  steering  committee  should  arrange  regular  meetings  with  the  heads  of  the  various  other 
committees  to  review  their  progress.     This  allows  everyone  to  see  what  everybody  else  is  up  to. 
Members  of  the  steering  committee  may  also  belong  or  even  head  up  the  other  committees.  This 
provides  for  more  direct   input  from  the  committees. 


The  most   important  function  of  the  steering  committee  is  that   it  consolidates  the  festival 
organization.     Decisions  affecting  the  entire  festival  operation  are  made  by  it.     These  decisions 
should  be  of  a  conciliatory  nature  so  that  none  of  the  committees  feel   cheated  or  left  out.  The 
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festival  organization  is  a  cooperative;  working  towards  a  common  goal,  a  successful  festival.  The 
steering  committee  should  exemplify  this  feeling. 


THE  PRODUCER 

As  chairperson  of  the  steering  committee,  the  producer  is  at  the  top  of  the  festival  organi- 
zation, the  whole  of  which  is  responsible  to  the  sponsor(s). 

The  producer  is  the  brain  of  the  organization,  receiving  input  from  the  steering  committee, 
sponsors,  the  media  and  general  public.     He/she  transforms  this  input  into  action,  coordinating  it 
through  the  festival  organization.     Once  responsibilities  have  been  properly  distributed  the  producer 
is  free  to  supervise,  making  sure  the  whole  operation  functions  smoothly. 


The  producer  assumes  a  high  profile  in  the  festival  organization.     Any  major  decisions  affecting 
the  festival  have  to  be  cleared  through  the  producer.     For  this  reason  the  producer  is  the  one 
individual  who  should  know  everyone  else's  job. 

Attributes  for  the  position  of  producer  include  management  and  communication  skills,  a  good 
public  image  (they  are  the  ones  most  often  sought  by  the  media)  and  an  inspiring  character  that 
motivates  others.     He/she  sould  also  be  able  to  take  barbs  from  critics  and  give  credit  where  credit 
is  due. 


THE  SECRETARY 

The  secretary  must  keep  track  of  all   information  related  to  the  festival.     The  number  of  people 
involved,  their  position  in  the  organization,  the  meetings  they  hold  and  the  information  they  process 
into  ideas  for  action,  should  all  be  recorded  and  filed  for  reference. 

The  secretary  also  records  the  minutes  at  the  steering  committee  meetings.     These  minutes 
will  form  a  comprehensive  report  of  how  the  festival   is  progressing. 


THE  FINANCE  COflfllTTEE 

The  finance  committee  is  in  charge  of  the  budget  which  is  established  by  all  the  various 
committees.     Each  committee  requests  what  it  thinks  will  be  needed  to  meet  its  expenditures.  These 
requests  are  then  subjected  to  scrutiny  by  the  steering  committee  for  approval.     If  approved,  the 
committee's  budget  is  then  presented  to  the  finance  committee. 

The  finance  committee  will  possess  an  itemized  budget  that  represents  the  total  projected 
budget  of  the  festival.     Bank  accounts  are  then  established  in  the  festival's  name,  with  signing 
authority  usually  given  to  the  head  of  the  finance  committee.     (One  other  person  should  also  have 
signing  authority).     Using  this  system  any  money  to  be  spent  is  accounted  for  directly  by  the 
finance  committee. 
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The  finance  committee  also  maintains  a  list  of  any  goods  or  services  purchased  on  credit. 
Loans  may  have  to  be  secured  to  cover  any  debts  incurred  through  the  use  of  credit. 


In  order  to  produce  a  profit  or  pay  off  any  debts  or  loans,  money  making  schemes  will  have  to 
be  devised  for  the  festival  events.     These  could  include  food  and  drink  concessions,  the  charging  of 
admission  and  fund  raising.     The  finance  committee  should  advise  on  how  much  should  be  charged, 
based  on  predicted  attendance  and  the  amount  of  money  desired. 


THE  FUND  RAISING  COmiTTEE 

The  fund  raising  committee  is  responsible  for  coming  up  with  the  funding  necessary  to  run  the 
festival.     Therefore,  the  festival    is  dependent  on  the  committee's  success. 


No  major  expenditure  should  be  planned  until 
with  the  fund  raising  committee.     For  this  reason 
contact  with  the  finance  committee,   (one  may  even 
the  fund  raising  committee  to  know  how  much  money 
much  money  has  been  obtained. 

The  committee's  first  responsibility  is  to  a 
equipment,  facilities,  services,  etc.,  should  also 
will  not  consider  contributing  to  the  festival  unl 
will  be  spent . 


the  feasibility  of  raising  funds  are  discussed 
the  fund  raising  committee  should  be  in  constant 
be  a  sub-committee  of  the  other).     This  permits 
is  required  and  the  finance  committee  to  know  how 

pproach  potential   sponsors  for  funds,   (donations  of 

be  considered).  The  majority  of  potential  sponsors 
ess  presented  with  a  budget  detailing  how  the  money 


If  the  fund  raising  committee  is  unsuccessful   in  obtaining  adequate  funding  from  sponsors,  then 
alternatives  for  raising  money  should  be  considered.     As  was  previously  mentioned  in  "The  Sponsor" 
section,  there  are  many  books  and  guides  available  on  fund  raising  from  libraries. 

Once  the  necessary  funding  has  been  acquired  then  the  committee  can  be  disbanded  and  its 
members  moved  to  other  committees. 


THE  HOSPITALITY  COflMITTEE 

The  hospitality  committee  prepares  the  community  for  visitors.    The  community's  image,  as  seen 
by  the  visitor,   is  in  part,  a  result  of  the  committee's  effectiveness. 


The  hospitality  committee  should  arrange  meetings  with  local  businesses  to  emphasize  the 
importance  of  the  festival  to  the  community  and  how  it  can  contribute  to  its  economy.     This  should 
be  enough  to  get  most  businesses  to  cooperate  in  sprucing  up  the  town  and  promoting  the  festival 
(refer  to  section  on  "The  Public  Relations  Committee"). 


Accommodation  and  eating  establishments  should  be  checked  to  see  if  they  are  able  to  handle 
expected  patrons.     Billeting  may  have  to  be  arranged  with  private  homes.     Temporary  food  concession 
sites  may  also  be  in  order. 
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A  hospitality  centre,  set  up  in  a  spot  that  would  be  obvious  to  visitors,   is  a  good  idea.  The 
centre  can  give  out   information  on  places  of   interest   in  the  surrounding  area,  entertainment 
available  outside  the  festival,  eating  and  accommodation,  maps  and  anything  else  that  might  be  of 
interest  to  the  visitor.     Kits  outlining  the  information  can  be  distributed  by  local  businesses. 
The  kits  can  pay  for  themselves  by  selling  advertising  space  to  those  businesses  mentioned  in  them. 

An   important  function  of  the  hospitality  committee  is  to  look  after  visiting  dignitaries.  (Out 
of  town  entertainers  should  be  included  in  this  category.     They  perform  better  if  treated  well). 
Accommodation  and  transportation  should  be  arranged  for  them.     Assigning  someone  to  look  after  any 
problems  they  may  encounter,   is  a  good  idea. 


Full  use  should  be  made  of  the  visiting  dignitaries  presence  in  the  community.     Arrange  a 
schedule  that  would  give  them  good  exposure.     Discuss  this  schedule  with  them  or  their  assistant  well 
in  advance  of  their  visit  to  see  if  it  suits  them. 


The  hospitality,  programming  and  public  relations  committees  will  have  to  work  together  in 
coming  up  with  dignitary  schedules.     The  programming  committee  can  provide  information  on  events  that 
may  be  of  interest  to  the  dignitaries.     The  public  relations  committee  may  request  information  on  the 
dignitaries  and  try  and  arrange  media  interviews  for  them. 


THE  PROGRAmiMG  COfli^ITTEE 

The  programming  committee  is  in  charge  of  arranging  the  events  that  are  to  take  place  during 
the  festival.     This  they  do  based  on  the  festival's  theme  as  outlined  in  the  festival  proposal. 

A  schedule  of  events  is  drawn  up  by  the  committee  describing  the  who,  what,  where  and  when  of 
each  event.     This   is  done  in  conjunction  with  the  other  committees.     It  should  be  flexible  enough  to 
include  the  inevitable  changes  that  will  take  place. 


The  programming  committee  approaches  the  people  who  will   be  displaying  skills  or  performing 
during  the  festival.     This  should  be  done  well   in  advance  to  avoid  any  disappointment  created  by 
^conflicting  time  tables. 

Contracts  and  letters  of  agreement  between  artists,  performers,  displayers,  etc.,  and  the 
festival    (which  assumes  the  responsibility  of  the  sponsor)  are  also  handled  by  the  programming 
committee.     It   is  always  helpful   to  have  a  lawyer  on  hand  to  help  in  preparing  or  reading  over 
agreements  or  contracts     (refer  to  section  on  "Contracts"). 


THE  PUBLIC  RELATIONS  COfiniTTEE 

It  is  the  responsibility  of  the  public  relations  committee  to  inform  the  public  and  the  media 
of  the  fest i val  and  the  events  included  in  it. 


The  committee's  first  matter  of  concern  is  the  designing  of  an  advertising  campaign.     If  the 
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festival    is  of  a  specific  nature,  then  the  campaign  should  be  aimed  at  those  people  most   likely  to 
attend.     A  festival   featuring  sporting  events  should  be  well  advertised  in  gymnasiums,  sporting 
goods  stores,  sports  clubs,  etc.,  as  well  as  local  sporting  events. 

Advertising  will   take  up  a  significant  part  of  the  festival's  overall  budget   (the  Canada 
Council  "Sponsors  Handbook  for  Touring  Attractions"  suggests  that  as  much  as  20%  be  allocated  to 
publ i  c  rel at  ions) . 

Advertising  can  be  done  two  ways.     The  first   is  by  feeding   information  to  the  media  in  the 
hope  that  they  will   spread  the  word  to  the  public.     The  second  way   is  through  paid  advertising. 
This  includes  banners,   leaflets,  pennants,  posters,  programs  and  promotional  materials  such  as 
printed  T-shirts.     Paid  ads  done  for  the  media  are  also  in  this  category. 

To  find  out  the  amount  of  material  needed  to  be  printed,  a  survey  should  be  done  of  those 
places  that  can  display  advertising.     Local  businesses,  shopping  centres,  educational  institutions, 
public  offices  are  just  a  few  of  the  places  that  can  be  approached.     Permission  should  also  be 
obtained  from  the  local  municipal  government  to  hang  banners,  pennants  or  signs  from  utility  poles. 

The  public  relations  committee  can  find  out  from  the  programming  committee  the  events  for 
which  programs  will  be  needed  and  the  number.     The  programming  committee  can  also  assist  in 
providing  infromation  on  the  festival  events  for  use  in  the  programs  and  other  promotional  material. 
Interviews  with  visiting  dignitaries,  performers,  other  interesting  people  and  the  press  should  be 
arranged  through  the  public  relations  and  hospitality  committee,  as  they  will  know  who  will  be 
attending  the  festival  and  their  schedule. 


Touring  attractions  booked  for  the  festival  will  often  have  their  own  posters  and  other 
promotional  materials.     The  only  information  to  be  added  is  usually  the  place,  time  and  admission. 

Promotional  materials  can  do  more  than  promote.     Selling  T-shirts,  buttons  and  other  souvenirs 
with  the  festival's  name  or  logo  (another  project  for  the  public  relations  committee)  can  assist  in 
paying  for  the  festival. 


The  most  effective  advertising  is  done  through  the  media,  newspapers,   radio  and  television.  A 
schedule  should  be  arranged  for  placing  ads  wi th  these  three  sectors  of  the  media.  Newspapers  usually 
have  priority  due  to  lower  costs  and  widespread  availability.     Begin  placing  ads  in  the  newspapers 
before  television  and  radio. 


The  public  relations  committee  should  check  advertising  rates  before  establishing  a  budget.  A 
monthly  publication  called  "Canadian  Advertising  Rates  and  Data  (Card)"  lists  community  newspapers, 
radio  and  televison  stations  throughout  Canada.     The  publication  includes  advertising  rates, 
requirements  for  advert i s i ng, ci rcul at  ion  and  deadlines.     It  is  available  in  major  libraries. 

The  public  relations  committee  needs  to  draw  up  a  media  list  with  the  mailing  addresses  and 
telephone  numbers  of  all  newspapers,  radio  and  televison  stations  that  cater  to  the  festival  area. 
Also  to  be  recorded  are  the  names  of  those  media  people  who  will   be  most   likely  to  use  festival 
information.    Advertising  directors  will   be  useful  when  submitting  advertising. 
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The  free  dispersal  of  information  through  the  media  by  way  of  press  releases,  public  service 
announcements  and  press  conferences  can,   if  given  enough  cooperation  from  the  media,  make  up  a 
significant  part  of  an  advertising  campaign.     A  steady  1  i a i son  shou 1 d  be  established  between  the 
media  and  the  public  relations  committee  to  keep  the  media  informed  on  how  the  festival  is 
developing  and  the  who,  what,  when  and  where  of  each  event.     Arranging  interviews  and  press 
conferences  are  easier  to  do  if  the  media  knows  what  they  will  be  about. 

Information  on  how  to  write  press  releases,  public  service  announcements  and  running  a  press 
conference  is  given  in  the  "Publicity"  section. 

THE  SITE  COnniTTEE 

The  site  committee  is  responsible  for  finding  su i tab  1 e  s  i  tes  for  the  festival  events.  The  sites 
must  facilitate  all   requirements  of  the  events  as  directed  by  the  programming  committee.  This 
includes  any  equipment  needed  in  the  production  of  the  event.     It  also  includes  making  the  site 
comfortable  and  convenient  for  the  public. 

The  majority  of  communities  will  have  a  number  of  sites  that  can  be  considered  for  festival 
events.  Arenas,  church  halls,  community  halls,  farmers  fields,  parks,  school  auditoriums,  tents, 
theatres,  amongst  others  can  be  utilized  as  festival  sites  (given  that  they  meet  the  requirements 
of  the  event) . 

Smaller  sites  can  be  used  for  more  intimate  performances,  such  as  coffee  houses,  or  for  those 
events  that  would  be  of  interest  to  the  festival  but  which  are  not  expected  to  draw  large  audiences. 
Larger  sites  including  parks  and  fields  can  be  used  to  handle  more  people  and  larger  display  or 
stage  productions. 

Events  requiring  admission  should  be  held  in  facilities  with  box  offices.     An  enclosed  box 
office  provides  greater  security  and  a  centralized  point  from  which  to  handle  money. 

Parks  are  ideal  for  free  festival  events.  A  park  will  attract  people  regardless  of  whether 
or  not  they  are  aware  of  an  event  happening  in  it.  Once  people  have  arrived  at  the  park,  chances 
are  they  will  attend  the  event. 

Events  held  out  of  doors  present  special  problems.     Suitable  restroom  facilities  will  have  to 
be  provided.     Outdoor  sites  will  also  require  portable  generators.     Check  the  power  ratings  of  the 
equipment  to  be  used  before  obtaining  a  generator.     The  biggest  problem  with  holding  an  event  out- 
doors is  the  weather.     Adequate  shelter  will  have  to  be  made  available  for  the  display  and/or 
performing  areas  as  well  as  for  electrical  equipment.     Alternative  indoor  sites  are  always  a  good 
idea  especially  for  events  with  advance  ticket  sales  (an  indication  of  whether  the  event  will  be 
cancelled  or  moved  to  an  indoor  site  in  case  of  inclement  weather  should  be  made  on  the  ticket). 

Adequate  parking  should  be  available  around  the  festival  site.     If  none  is  available    or  is 
very  limited,  public  transportation  may  have  to  be  arranged.     Parking  in  lots  should  be  supervised 
to  avoid  confusion  on  entering  or  leaving. 
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Saftey  and  security  are  also  concerns  of  the  s i te  commi ttee.     People  trained   in  first  aid 
should  be  present  at  large  gatherings  and  any  event  that  may  result   in   injury   (checl<  with  the  local 
police  to  see  if  this   is  required  by  law).     Trained  personnel  are  available  from  St.  John  Ambulance 
at  reasonable  fees. 

Security  will   have  to  be  present  at  events  where  admission   is  charged.     All   possible  entries 
into  the  festival  facility  should  be  guarded.     If  equipment   is  to  be  left   in  the  open  then  adequate 
security  will   have  to  be  arranged  to  protect   it.     Inform  the  local   police  of  events  that  may 
attract  large  crowds  or  present  troublesome  situations. 

Insurance  will  also  have  to  arranged  by  the  site  committee.     The  insurance  will   have  to  cover 
theft  or  damage  done  to  any  equipment  or  facility  as  well  as  personal   liability  on  the  part  of  the 
festival    (incorporating  your  festival  organization   (under  The  Societies  Act)  will    insure  that  no 
individual  member  of  the  festival   is-  liable).     Enquire  about  "rider  insurance"  from  the  owner  of 
any  equipment  or  facility  being  used. 

The  list  of  equipment  and  services  to  be  arranged  by  the  site  committee  is  considerable.  The 
committee's  budget  will  depend  on  the  price  paid  for  the  use  of  equipment  and  services  required. 
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Festival  Components 


THE  BUDGET 

It   is  very  important  for  the  finance  committee  to  have  the  most  accurate  figures  possible  for 
all   costs.     Every  possible  expense  must  be  considered   in  the  costs  even   if  they  do  not  require  any 
financing  directly.  For  example,  the  site  may  be  donated,  a  portion  or  all  staff  may  be  volunteer, 
materials  or  services  may  be  donated. 

Once  a  figure  has  been  calculated  for  total  expenditure,  sources  of  income  must  be  established. 
The  finance  committee  must  be  realistic  in  what   it  expects  to  obtain  from  various  sources.     If  there 
are  insufficient  funds  to  cover  the  total  expenditure,  some  expensive  items  will   have  to  be  altered 
in  order  to  arrive  at  a  balanced  budget. 

It   is  a  good  idea  to  budget  for  some  profit  as  there  may  be  last  minute  unexpected  expenses. 
Here  is  an  example  of  a  festival  budget: 


EXPENDITURE 


Site  Nil 

Performing  Artists  Fees  $2,000.00 

Staff  600.00 

Festival  Operation  and  Maintenance  Nil 

Security  and  Insurance  300.00 

Publicity  600.00 

Construction  of  Stage  and  Booths  Nil 

Administration  1 50. 00 

TOTAL  EXPENDITURES  $3.650.00 


a  Park  -  Donated  by  the  Municipality 

Stage  Crew 
Vo 1 unteer 

Posters,  Newspaper  Ads,  etc. 
Material  and  Labour  Donated 


SOURCES  OF  INCOME 

Ticket  Sales  $1 ,500.00 

Se rv  i  ce     C 1 ubs  Nil 

Fundraising  -  Business  600.00 

Booth  Rentals  200.00 

Municipal  Government  1,000.00 

Provincial  Government  750. 00 

TOTAL  INCOME  $4,050.00 


PROFIT  =  $400.00 


Donated  Construction  Labour  and  Volunteers 
Donated  Construction  Material 

And  Donation  of  a  Site  and  Maintenance 
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VOLUNTEERS 


The  satisfaction  of  working  on  a  festival   is   in  doing  something  worthwhile  for  the  community. 
Any  material  profit  made  by  the  festival    is  usually  retained  by  the  festival  organization  to  help 
fund  the  next  festival  or  donated  towards  the  funding  of  some  other  useful  project  that  can  benefit 
the  community.     For  these  reasons  the  majority  of  festivals  are  staffed  by  volunteers.  Hard 
working  conscientious  volunteers  are  one  of  a  festival's  greatest  assets.     Anyone  in  a  position  of 
authority  over  others  should  remember  this. 

If  not  enough  volunteers  are  available  from  the  organizing  sponsors  ,    then  other  sources  will 
have  to  be  considered.     A  separate  committee  to  handle  volunteers,  other  than  those  already  in  the 
festival  organization,   is  often   in  order.     The  committee's  job  will   be  to  recruit,  orient  and  train 
volunteers.     Friends  of  members  of  the  festival  organization  will  often  help  out.     Placing  ads  in 
newspapers  can  bring  surprising  results. 

Incentives  can  be  given  to  volunteers  to  work  on  the  festival.     When  the  Drumheller  School 
Board  sponsored  the  Alberta  Young  Peoples  Festival, it  obtained  volunteers  from  the  local  high 
school.  Money  was  donated  by  the  school  board  towards  the  high  school's  graduation  activities  in 
exchange  for  the  students  work  at  the  festival. 

CONTRACTS 

A  contract  is  a  legally  valid  document  signed  between  two  parties,   in  this  case  the  sponsor 
(the  festival  organization)  and  the  person(s)  who  have  been  approached  to  perform  or  display  their 
talents.     The  contract  makes  clear  that  each  party  i  s  to  deliver  goods  and/or  services  in  the 
manner  agreed  upon  in  the  contract. 

The  following  information   is  given  to  demonstrate  what  an  artist  or  performer  is  likely  to 
ask  for  in  a  contract.     The  examples  given  are  by  no  means  inclusive.     The  first  point  of  interest 
is  the  fee  to  perform  or  display.     This  may  also  include  accommodation  and  travel  expenses  (if  the 
artist  or  performer  is  from  outside  the  community)  and  any  incidental  expenses  such  as  agency 
commissions.     They  are  also  interested  in  the  local   services  to  be  provided.     This   includes  a  site 
suited  to  their  performance  or  display.     Facilities  such  as  dressing  rooms,   instruments,  proper  set 
arrangements,  sound  systems,  etc.,  may  also  be  demanded. 

The  sponsor  can  ask  that  additional  services  be  provided  by  the  artist  or  performer.  These 
could  include  lecture/demonstrations,  mini  concerts,  performances  for  special  groups;  such  as  at 
hospitals  and  hospitality  functions,   (such  as  attendance  at  banquets,   receptions,  etc.,  put  on  by 
the  festival  organization).     Promotional  services  may  also  be  requested.    These  include  the  artist 
or  performer's  attendance  at  press  conferences  or  interviews  to  promote  the  festival. 

Provision  should  be  made  by  both  parties  in  the  event  that  either  party  has  to  cancel  their 
part  of  the  agreement  due  to  acts  of  God,   illness,  etc. 
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The  following   is  an  example  of  a  contract  used  between  a  sponsor  and  an  artist/performer.  The 
example  given  contains  fewer  points  than  most  contracts,  although  it   is  still   legally  binding  and  in 
good  form.     If  uncertainties  arise  as  to  how  a  contract  is  to  worded,  then  legal  advice  should  be 
sought. 


THIS  CONTRACT  made  this 


day  of 


19 


between 


NAME  OF 
ARTIST  _ 

MAI  LING 
ADDRESS 


NAME  OF  SPONSOR 
(-  ING  ORGANl ZATION) 

MAI  LING 
ADDRESS 


Ci  ty 


Postal  Code 


Ci  ty 


Postal  Code 


(Hereinafter  referred  to  as  the 
contract  holder) 


(Hereinafter  referred  to  as  the  producer) 


both  as  represented  by  the  undersigned  representatives. 

WITNESSETH,  that  the  contract  holder  contracts  for  the  services  of  the  producer  as  outlined  in  this 
agreement,  and  that  the  contract  holder  agrees  to  make  available  such  supplies  and  services  as 
described  in  this  agreement;   further  that  the  producer  agrees  to  render  collectively  to  the  contract 
holder,  services  according  to  the  following  terms  and  conditions: 


PLACE  OF  EMPLOY: 


DATE(S)  OF  EMPLOY: 


HOURS  OF  EMPLOY: 


TYPE  OF  ENGAGEMENT: 


TO  BE  SUPPLIED  BY  THE  CONTRACT  HOLDER; 


TO  BE  SUPPLIED  BY  THE  PRODUCER: 


PRICE  AGREED  UPON: 

TO  BE  PAID  UPON  COMPLETION  OF  CONTRACT: 

SPECIAL  PROVISIONS  PROVIDED  IN  THIS  CONTRACT: 

""The  producer  is  not  responsible  for  loss  or  theft  of  personal  property. 

The  contract  holders  agrees  to  obtain  and  pay  for  all  and  any  licenses  and/or  fees  required  to 
be  obtained  by  or  to  be  paid  to  Composers  Authors  Publ i sher  Association  of  Canada  Limited  or  BM I 
Canada  Limited  or  any  person,  firm  or  corporation  legally  entitled  to  require  licensing,  or  payment 
of  fees,  or  both. 

Performance  of  contractual  obligations   is  subject  to  proven  detention  by  sickness,  accidents  or 
any  other  legitimate  conditions  beyond  the  control  of  the  producer. 


Contract  offer  valid  only  if  returned  in  seven  days, 
conf  i  rmat  ion . 


This  contract   is  not  subject  to  re- 


IN  WITNESS  thereof,  the  parties  have  affixed  their  signatures: 


Phone : 


Phone : 


PUBLI C ITY    (press  releases,  press  conferences,  public  service  announcements) 

Publicity  can  be  obtained  at   little  or  no  cost  to  the  festival  organization  by  feeding  infor- 
mation    to  the  media  by  way  of  press  releases,  press  conferences  and  public  service  announcements. 
Information  given  through  these  means  should  be  of  interest  to  the  whole  community  in  order  to 
ensure  its  use.     A  steady  flow  of  reports  on  the  festival  will   keep  the  media  aware  of  its  progress 
and  help  generate  community  interest. 

Press  releases  are  to  be  given  to  the  printed  media  -  newspapers  and  magazines,  and  public 
service  announcements  to  the  electronic  media  -  radio  and  television.     Press  conferences  are 
meetings  arranged  by  the  festival  organization  to  announce  important   information  to  the  media.  Time 
is  allotted  during  these  meetings  so  that  the  invited  media  reporters  can  ask  questions  concerning 
the  information  given. 

The  formats  used  in  the  presentation  of  press  releases  and  public  service  announcements  are 
illustrated  in  the  accompanying  examples. 
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(MASTHEAD  OF  SPONSORING  ORGANIZATION) 


PRESS  RELEASE 

For  release  before  June  29 

"HOME  GROWN  JAZZ"  Festival  to  Feature  Local  Talent 

"Home  Grown  Jazz"  will  be  the  theme  of  a  free  festival   to  be  held  Sunday,  June  29th  from  twelve 
noon  until  dark  at  the  Prince's  Island  festival  site. 

Produced  by  Jazz  Calgary  in  association  with  the  Calgary  75th  Anniversary  Committee  and  the  City 
of  Calgary  Parks  and  Recreation,  the  festival  will  showcase  local  jazz  talent. 

"The  intent",  according  to  festival  producer  Larry  Gilliam,  "is  to  expose  jazz  music  to  as  many 
Calgarians  as  want  to  listen,  performed  by  Calgary's  finest  professional  musicians.     It's  our 
way  to  celebrate  Alberta's  75th  birthday". 

Featured  groups  include;  Allegro,   Celebration,  Plus  Four,  Kashmir  and  his  Jazzmen,  Big  Daddy  and 
the  Dixie  Cats;  The  John  Reid  Quartet,  The  Mainstream  Jazz  Quintet  and  the  Saturday  Pro  Band  with 
Eric  Friedenberg.     The  master  of  ceremonies  will   be  C.B.C.'s  Norris  Bick. 

"I  believe",  says  Mr.  Gilliam,  "that  the  groups  represent  a  good  cross  section  of  jazz,  from  fusion 
to  big  band.     We'll  have  something  for  every  jazz  taste". 

If  enough  Calgarians  do  show  up  "to  listen"  the  event  will   likely  be  the  first  of  an  annual  number 
of  "Home  Grown  Jazz"  festivals.     Such  support  would  certainly  put  an  end  to  any  doubt  as  to  the 
importance  of  jazz  to  this  city. 


June  18,   I98O  Contact:  Name 

Phone  No. 
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(MASTHEAD  OF  SPONSORING  ORGANIZATION) 


June  12,  1980 

Public  Service  Announcements 

10  seconds  -  kS  words 

"Home  Grown  Jazz"  a  free  festival   featuring   local  jazz  talent,  will   be  presented  June  29th  from 
noon  until  dark  at  Prince's  Island. 

The  festival    is  being  sponsored  by  Jazz  Calgary  with  the  assistance  of  the  Calgary  75th  Anniversary 
Committee  and  the  City  of  Calgary  Parks  and  Recreation  Department. 

30  seconds  -  79  words 

A  free  festival  of  local  jazz  entitled  "Home  Grown  Jazz"  will   be  presented  Sunday,  June  29th  from 
noon  until  dark  at  Prince's  Island. 

Featured  groups  include;  Allegro,  Celebration,  Plus  Four,   Kashmir  and  his  Jazzmen,   Big  Daddy  and 
the  Dixie  Cats;  The  John  Re i d  Quartet,  The  Mainstream  Jazz  Quintet  and  the  Saturday  Pro  Band  with 
Eric  Friedenberg. 

The  festival  is  sponsored  by  Jazz  Calgary  with  assistance  from  the  Calgary  75th  Anniversary  Committee 
and  the  City  of  Calgary  Parks  and  Recreation. 

hS  seconds  -  1  minute  -  139  words 
"Home  Grown  Jazz"  will  be  the  theme  of  a  free  festival   to  be  held  Sunday,  June  29th  from  noon 

until   dark  at  Prince's  Island. 

"The  intent",  according  to  festival  producer  Larry  Gilliam,  "is  to  expose  jazz  music  to  as  many 
Calgarians  as  want  to  listen,  performed  by  Calgary's  finest  professional  jazz  musicians".  These 
include  Allegro,  Celebration,  Plus  Four,  Kashmir  and  his  Jazzmen,  Big  Daddy  and  the  Dixie  Cats; 
The  John  Reid  Quartet,  The  Mainstream  and  Jazz  Quintet  and  the  Saturday  Pro  Band  conducted  by 
Eric  Friedenberg.     The  master  of  ceremonies  will   be  C.B.C's  Norris  Bick. 

The  festival   is  Jazz  Calgary's  contribution  to  the  Province's  75th  birthday  party  and  is  being  done 
with  the  assistance  of  the  Calgary  75th  Anniversary  Committee,  the  City  of  Calgary  Parks  and 
Recreation  Department  and  the  cooperation  and  enthusiasm  of  the    Musicians  Union  and  Jazz  Calgary 
volunteers. 


17 


Securing  Resources 


STAGES 

Unless  the  festival   site  comes  equipped  with  a  permanent  stage,  the  problem  of  acquiring  one 
could  prove  to  be  the  site  committee's  most  difficult  task. 

The  height,   length  and  width  of  the  stage  are  crucial,  not  only  to  what   is  going  to  be  done  on 
it,  but  also  to  the  dimensions  of  the  site  and  the  viewing  perspective,  or  sight   lines  of  the 
audience. 

The  height  of  the  stage  is  determined  by  the  seating  positions   in  the  audience  area  and  the 
sight   lines  available  from  them.     The  top  of  the  stage  should  be  visible  from  all  possible  seating 
positions.     The  lowest  height  at  which  it   is  still  visible  is  the  ideal  height,  as   it  will  allow 
optimum  vertical  and  horizontal  views. 

The  length  and  width  of  the  stage  is  determined  by  what   is  going  to  be  presented  on   it.  A 
play,   for  instance,   requires  certain  dimensions   in  which  to  accommodate  the  sets  and  the  movements 
of  the  actors.     A  musical   concert  will  need  room  for  musicians,  their  instruments  plus,    if  need 
be,   components  of  an  electrical   sound  system,  music  stands,  a  conductor's  podium,  etc. 

These  are  examples  of  ideal  dimensions: 

1.  Pageant  2,000  to  5,000  square  feet 

2.  Dance  minimum  700  square  feet 

3-     Musical  minimum  600  square  feet 

h.     Drama  minimum  240  square  feet 

Additional   room  will   likely  be  needed  on  the  wings  of  the  stage  for  storage  of  equipment  and 
a  place  for  performers  to  wait  before  going   in  front  of  the  audience. 

The  space  above  the  stage  is  also  important.     Provision  will   have  to  be  made  if  any 
scaffolding   is  to  be  used  for  hanging  curtains,   lights  or  props  over  the  stage.     Scaffolding  can 
also  be  used  to  support  sound  equipment  off  the  wings  of  the  stage.     Companies  that  handle 
scaffolding  and   its  rental  can  be  located  through  the  yellow  pages  under  "scaffolding".     Some  of 
the  companies  are  experienced   in  handling  stage  situations  and  will  assist  you  in  the  design  and 
set  up  of  the  scaffolding. 
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Construction  of  the  stage  itself  is  important.     Dance  companies  can  only  perform  on  resilient 
wooden  surface  that  provide  an  air  space  of  at  least  one  and  five  eighths   inches  between  the  dance 
surface  and  the  supporting  structure.     Other  performers  may  also  have  demands  of  this  sort. 

There  are  a  number  of  options  available  when  looking  for  a  stage.     Making  your  own  is  one  of 
them.     Cbnst ruct ion  or  pallet  racking  scaffolding  can  be  used  with  plywood  sheets  secured  on  top. 
Adjustable  scaffolding  that  can  be  set  at  any  height  and  configuration   is  especially  useful.  Cement 
or  wooden  blocks  will  have  to  be  used  to  level   the  stage  on  outdoor  sites   (if  at  all   possible,  avoid 
swampy  or  uneven  ground). 

Flatbed  trailers  are  a  good  idea  for  outdoor  sites  or  arenas  with  entrances  large  enough  to 
permit  them.     Flatbeds  are  available  in  variety  of  lengths  ranging  from  sixteen  to  forty-five  feet. 
Putting  two  or  more  trailers  side  by  side  will  provide  extra  width.     Aprons  can  be  draped  around 
the  trailers  to  create  the  illusion  of  a  real  stage. 

Sixteen  to  forty-five  foot  flatbed  trailers  rent  from  twenty-five  to  fifty  dollars  a  day. 
Damage  deposits  and  nominal  mileage  charges  may  also  be  included  in  the  rental.     Trailers  up  to  a 
length  of  twenty  feet  can  usually  be  hauled  by  half  or  three  quarter  ton  trucks.     Anything  over 
this  length  may  require  a  single  axle  semi.     Check  to  be  sure  of  the  proper  trailer  hook  up. 

Stages  themselves  can  also  be  rented.     They  are  available  from  display  companies  as  well  as 
entertainment  production  agencies.     Most  of  the  available  stages  are  small  and  can  only  be  considered 
as  risers.     Four  by  eight  foot  wooden  stage  sections  of  a  height  of  one  foot  can  be  rented  at  a 
cost  of  ten  to  twenty-five  dollars  a  day. 

The  only  portable  stage  of  an  appreciable  size  in  Southern  Alberta  is  available  through  a 
Calgary  Entertainment  Production  agency.     The  stage  is  made  up  of  five  by  ten  foot  sections  of  metal 
scaffolding  covered  over  with  four  by  four  inch  boards,  with  five  by  ten  foot  plywood  decks  on  top. 

These  sections  can  be  arranged  in  any  configuration  up  to  a  miximum  size  of  3,000  sq  feet. 
Rental   cost   is  approximately  $1,200  to  $1,500  per  day  delivered  in  Calgary  with  out-of-town  delivery 
to  be  arranged.     The  charge  is  approximately  $600  to  $750  per  day  for  each  day  after  the  intial  one. 
The  price  includes  the  use  of  a  crew  that  will  set  up  and  take  down  the  stage.     Booking  should  be 
made  months  in  advance. 
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SOUND 


No  matter  what  form  or  focus  your  festival  takes,  one  thing  will  be  sure,  you  are  going  to 
need  a  sound  system  to  communicate  to  the  expected  crowd.     Even   if  a  facility  comes  equipped  with 
its  own  public  address  or  communication  system,   it  may  be  necessary  to  supplement  it  to  provide 
sound  of  adequate  loudness  and  good  distribution. 

GENFRAL  CQflflENTS 

Sound  differs  according  to  environment.     As  sound  moves  outward  from  its    source,   it  is  subject 
to  dispersal  and  a  constant  drop  in  volume.     Eventually  the  sound  level  drops  off  to  nothing. 

Enclosing  sound  in  a  contained  area  such  as  a  bu i  1  d i ng  ,  causes  it  to  reverberate  or  bounce  back 
off  solid  objects  which  will  not  absorb  sound.     For  this  reason  sound  will  remain  active  for  longer 
periods  of  time  in  enclosed  areas  as  opposed  to  open  ones,  where  it  loses  momentum  due  to  dispersal 
in  an  unbounded  space.    Therefore,  a  sound  system  that  can  reach  an  audience  of  500  people  in  an 
auditorium  may  only  be  able  to  reach  300  in  an  open  air  park. 

The  designing  of  enclosed  areas  to  meet  certain  sound  requirements  is  known  as  acoustic  design. 
Of  primary  concern  is  reverberation.     Echoes,  the  worst  form  of  reverberat ion  are  the  result  of 
sound  travelling  to  the  listener  bouncing  off  a  solid  object  and  returning  relatively  undisturbed. 
Such  annoyances  can  be  eliminated  through  the  use  of  sound  absorbing  materials  such  as  seat  cushions. 

Human  bodies  also  absorb  sound,  a  point  to  be  remembered,  when  attempting  sound  tests  in  an 
empty  room.     For  this,  special  care  should  be  given  to  the  site  chosen  for  your  activities.     A  small 
audience  in  a  large  room  can  be  a  sound  disaster. 

Sound  isolation,  the  reduction  of  outside  noise  created  by  heating  vents,  open  windows,  pipes, 

wires,  to  name  a  few  sources,   is  something  both  performers  and  audiences  can  appreciate.  An 

inventory  of  all  possible  outside  noise  sources  should  be  done  before  an  event  and  their  sound 
pathways  muffled  or  eliminated. 

CHOOSING  A  SOUND  SYSTEH 

There  are  many  factors  to  be  considered  before  choosing  a  sound  system.     Some  of  these  may 
never  occur  to  the  non-professional,  which  is  why  a  studied  consultation  with  a  professional 
representative  from  a  rental  or  retail  sound  dealership  is  strongly  recommended.     This  service  is 
available  from  all  major  sound  rental  or  retail  agencies. 

If  at  all  possible,  have  the  consultant  view  the  facility  to  get  a  first  hand  impression  of 
what  is  required.     The  larger  companies  have  such  a  wide  variety  of  systems  and  combinations  thereof, 
that   It  is  often  next  to  impossible  to  decide    on  a  system  just  from  a  telephone  conversation. 
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If  a  telephone  conversation  is  your  only  resort,  however,  do  not  despair  as  the  following 
information  will  often  suffice: 


1.  SETTING 

Be  sure  to  include  the  size  and  height  of  the  platform,  podium,  stage,  etc.,  to  be  used 
if  there  is  one.     This  will   indicate  how  much  room  is  available  on  the  structure  for  sound 
equipment  and  whether  or  not  it  will  be  high  enough  for  good  sound  projection.     If  space  and 
height  is  inadequate  then  scaffolding  or  other  devices  may  have  to  be  used. 

If  the  event   is  being  held  outdoors  then   indicate  whether  or  not  the  speech  or  performing 
area  will  be  covered  and  the  availability  of  shelter  in  case  of  inclement  weather.  Many 
companies  will  not  rent  out  equipment  unless  adequate  cover  is  available  for  all  sound 
equipment.     If  a  sound  board  is  required,   it  will  be  located  in  the  audience  area,  meaning 
that  a  temporary  shelter  may  have  to  be  built  for  it. 

If  an   indoor  facility  is  being  used,   indicate  what  kind  of  facility  it   is,  arena, 
auditorium,  gymnasium,  hall,  etc.,  and  its  dimensions  including  the  size  of  the  built-in  stage, 
if  there  is  one.    Width,  length  and  height  should  be  given  along  with  a  description  of  any 
peculiarities,  such  as  a  balcony  or  vaulted  roof.     The  material  used  in  the  construction  of 
the  facility  might  also  be  useful.     A  metallic  roof  responds  differently  to  sound  in  comparison 
to  a  cement  one. 

2.  TYPE  OF  EVENT 

A  speech,  a  play,  a  concert  (folk,  classical,  rock,  other),  a  dance  show,  all  have 
different  sound  requirements.     Discuss  the  event  with  the  producer  or  director  of  the  event  to 
get  some  kind  of  an  idea  of  what  they  want  or  require  from  a  sound  system. 

The  number  of  performers  is  also  important,  as  is  their  planned  setting  in  the  performing 
area.  This  will  give  the  consultant  an  idea  of  the  number  of  microphones  required,  where  they 
will  be  situated  and  the  amount  of  cord  to  be  used. 

Again,  discuss  the  event  with  the  producer  or  director  to  know  what  their  requirements  are. 
They  will  tell  you  if  separate  microphones  are  necessary  for  music  solos  or  if  the  guest  speaker 
has  a  voice  loud  enough  to  project  across  the  Grand  Canyon  let  alone  a  school  gymnasium. 

Also  include  any  prop  arrangements  that  might  affect  the  placement  of  microphones,  speakers, 
etc.,   in  the  performing  area. 

3.  THE  AUDIENCE 

Give  a  projected  figure  of  how  many  people  you  are  expecting  for  your  event.     This  is  of 
special   importance  to  an  outdoor  event  as  the  sound  is  freer  to  travel. 
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A  good  consultant  should  be  able  to  tell  you  how  far  the  sound  should  reach  given  the  number 
of  people  expected.     (This  is  usually  calculated  on  an  average  of  10  square  feet  per  person). 

k.     POWER  SUPPLY 

Find  out  the  power  rating  of  your  electrical  supply.     The  larger  sound  systems  are  rated 
as  high  as  ^,000  watts  and  an  auxiliary  booster  system  may  be  required.     If  you  plan  on 
renting  a  portable  generator,   it  would  be  wise  to  find  out  the  power  needs  of  your  sound 
system  first.     Your  sound  consultant  should  know  of  a  generator  that  he  can  recommend  to  you. 

THE  SOUND  RENTAL 

Given  the  specialized  nature  of  their  product  and  it's  rather  limited  use  on  the  consumer 
market,  most  sound  rental  companies  do  not  advertise  extensively.     This  is  especially  true  of 
those  companies  dealing  with  the  larger  concert  sound  systems,  as  they  do  a  steady  trade  with 
professional  entertainment  companies.     They  are,  however,  receptive  to  new  customers.,   It's  just 
that  you  may  have  to  read  the  small  print  in  the  yellow  pages  to  locate  them. 

Try  to  find  a  company  that  is  experienced  in  the  type  of  production  you  are  putting  on.  A 
company  that  has  experience  working  rock  festivals,  for  example,  may  not  understand  or  appreciate 
the  sound  requirements  of  a  jazz  festival.     Ask  for  references  to  past  productions  and,   if  possible, 
contact  the  group  or  individual  who  produced  it  for  their  opinion  on  the  company. 

Once  you  have  located  a  competent  company  with  a  sound  system  selected  to  the  specifications 
of  your  event  you  must  then  work  out  the  details  of  the  rental.     The  cost  of  rental  will,  of  course, 
be  dependent  on  the  size  and  quality  of  the  components.     As  with  all   rentals,  deals  can  be  made  for 
the  use  of  equipment  over  extended  periods  of  time. 

A  company  may  insist  on  transporting  major  equipment  pieces  to  the  event  site  themselves. 
This  should  be  calculated  into  the  rental  cost  by  out-of-town  customers.     There  may  also  be  a  limit 
on  how  far  the  equipment  will  be  allowed  to  travel,  as  well  as  a  restriction  to  non-touring  events. 
Keep  these  points  in  mind  and  have  a  vehicle  ready  to  transport  the  equipment  yourself  if  this  is 
at  all  poss  i  bl e. 

Large  complex  sound  systems  will   require  the  use  of  experienced  set  up  and  sound  board 
personnel.     Such  personnel  are  normally  provided  by  the  sound  company  and  their  wages  based  on 
hourly  rates.     While  the  additional  cost  of  hiring  professionals  may  increase  your  budget  their 
presence  will  add  to  the  success  of  your  event,  especially  if  something  should  go  wrong  with  the 
sound  system. 

Sound  systems  shoul d  always  be  booked  well   in  advance.     Three  weeks  notice  at  least  for  small 
systems  or  component  rentals  with  more  time  allotted  for  larger  and  more  complex  systems  or 
components.     Summer  months  are  always  busiest  and  require  more  advanced  bookings. 
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REtlTAL  COST 


Each  component  of  a  sound  system  can  be  rented  out  separately.     The  large  number  of  components 
and  their  cost  variability  based  on  quality  and  function,  give  a  wide  spectrum  of  choices. 

These  are  the  "ball   park"  cost  figures  of  renting  sound  systems   (without  the  function  of 
reproducing  sound  through  a  record  or  tape  player),  and  in  the  case  of  larger  systems,  setting  them 
up  and  hiring  a  sound  board  (mixer)  operator. 

Small   Sound  Systems:     (one  microphone,  two  speakers,  amplifier,  no  sound  board.  This 
category   is  limited  to  those  systems  that  can  reach  an  outdoor  audience  of  up  to  500 
peop 1 e) . 


$  40  -  $150  per  day 
$200  -  $300  per  week 
$600  -  per  month 


Large  Sound  Systems:     (more  than  one  microphone,   speakers,  amplifier,  set  up,  and  in 
most  cases,   sound  board. 

The  largest  system  found  could  accommodate  64  microphones  and  reach  20,000  people.  This 
is  exceptional.    The  majority  of  the  systems  calculated  into  the  cost  range  accommodate 
fewer  than  16  microphones  and  have  an  outdoor  listening  range  of  up  to  5,000  people 
top  end  and  500  bottom  end). 


$     175  -  $    600  per  day 

$5,000  +  per  day  for  the  large  system 

$    600  -  $2,000  per  week 


Sound  board  operators,  set  up  men  -  (sound  board  operators  usually  get  the  top  end  of 
the  salary  range.     Rates  are  often  higher  for  out-of-town  work  and  hourly  rates  may 
come  into  effect  after  8  hours  work  In  a  day). 


$10  -  $25  per  hour 
$30  -  $75  per  day 


"Some  companies  will  not  rent  out  equipment  for  periods  of  more  than  a  week. 
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Glossary/ SoundSystems 


ABSORPTION;  the  absorption  of  filtration  of  sound  waves  by  materials  that  allow  some  or  all 

sound  waves  to  pass   into  them  but  not  through  them. 

ACOUSTIC     (feedback),         annoying  high  sound  created  when  vibrations  from  loudspeakers  are 
picked  up  by  the  microphone  and  amplified  through  the  sound  system.     Physically  separating  the 
loudspeakers  from  the  microphones  will   usually  solve  the  problem. 

ACOUSTIC  (room).     The  quality  of  a  room  that  affects  how  sounds  will  be  heard  in  it.  Room 
acoustics  are  a  function  of  the  size,  geometry,  structural  materials  and  furnishings  of  a  room.  A 
live  room  is  one  in  which  sound  is  fairly  reverberant,  a  dead  one  Is  one  that  absorbs  sound. 

AflPLIFIER:    That  part  of  the  sound  system  that  magnifies  the  sound. 


PR^-AMPLI  F I ER !    The  first  stage  of  an  amplifying  system.     It  equalizes  and  boosts   low  level 


frequencies 

BOON: 


A  mobile  microphone  stand  which  includes  a  moveable  arm  from  which  the  microphone  is 


suspended. 

DECIBLES:    A  unit  for  measuring  the  loudness  of  sounds. 
DISTORTION:     Unwanted  voice  coming  from  a  sound  system. 

ECHO:  The  returning  of  sound  waves  back  to  the  listener  in  a  relatively  unaltered  form,  caused  by 
their  bouncing  off  non-sound-absorbing  materials. 

EOUALIZ-ATION  .     ji^g  process  of  modifying  sound  waves  being  reproduced  through  a  tape  or  record 
player  and  giving  them  flat  overall  characteristics. 

EQUALIZER .    ji^^i  part  of  a  sound  system  that  produces  equalization  of  reproduced  sound.     Often  a 
part  of  the  amplifier. 

HUfl:      Noise  originating  from  the  power  line  connected  to  the  power  source. 


LOUDSPEAKER:     The  part(s)  of  a  sound  system  that  distributes  the  sound. 


niCROPilONE- 

 That  part  of  a  sound  system  that  converts  natural  sound  to  electrical  energy. 
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PUBLIC  ADDRESS  SYSTEM  (PA). 


;     Arrangements  of  microphones,  amplifiers  and  loud  speakers  used 


to  reinforce  speech  or  music  over  a  large  audience  area. 


RATED  POWER  OUTPUT. 


;    The  maximum  power  that  an  amplifier  will  deliver  without  exceeding  its 


specified  distortion  rating, 


REVERBERATION. 


;     Reflection  of  sound  from  walls  to  ceilings. 


SOUND  BOARD   (mixer),      provides  a  means  of  combining  several  microphones'  sound  sources  into  one 
composite  sound.     Designed  so  that  changing  the  volume  level  of  any  one  of  the  individual  sound 
sources  will  not  affect  the  level  or  frequency  characteristics  of  any  of  the  other  sound  sources. 


SOUND  ISOLATION. 


;     The  muffling  or  elimination  of  unwanted  noise. 


SOUND  SYSTFM 

ouuMi^  o  I  o  I  i-i  I .     ^piy  system  that  amplifies  or  reproduces  sound. 
WATT 

;      A  measure  of  electrical  or  sound  power.     The  electrical  wattage  of  an  amplifier  describes 
the  power  it  can  develop  to  drive  a  loudspeaker. 
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LIGHTING 


The  lighting  referred  to  in  this  section 
indoor  and  outdoor  stages  being  used  at  night, 
production,  especially  dance,  drama  and  music. 


is  stage  lighting.     Stage  lighting   is  needed  for  all 
It  can  add  greatly  to  the  appeal  of  a  stage 


GENERAL  COfiriENTS 

There  are  four  controllable  properties  to  lighting:     (l)     Intensity,   (2)     Colour,  (3) 
Distribution,  and   (4)  Movement. 

I ntensity  refers  to  the  amount  of  light  focussed  on  the  stage  and  its  brightness.  Obviously, 
the  further  away  the  spectator  is  the  more  light   is  needed  on  the  stage.     Too  much  light  will  produce 
glare.     Too  little  light  or  too  many  rapid  changes  of  intensity  may  prove  tiring  to  the  spectator. 
This  is  why  it   is  important  to  allow  plently  of  time  before  the  lights  are  to  be  used  to  experiment 
and  find  a  compromise. 

Coloured  1 i  ght  is  used  to  emphasize,  modify  or  enrich  the  colours  on  the  stage.  It  can  be  used 
to  enhance  faces  or  colour  tone  the  whole  stage.  Atmosphere  can  be  created  through  the  proper  use  of 
colour.  For  instance,  warm  colours  and  tints  are  associated  with  comedy,  cool  or  strong  colours  with 
t  ragedy . 

The  d  i  St  r  i  but  i  on  of  lighting  enables  the  stage  to  be  lit  from  just  about  any  angle  that  the 
facility  housing  the  performance  will   allow.     Light  and  shade  can  be  effectively  contrasted  through 
an   imaginative  approach  to  the  distribution  of  lights.     One  part  of  a  stage  can  be  separated  from 
another  simply  through  the  use  of  light  contrast. 

The  movement  of  light  to  follow  action  across  the  stage  is  another  effective  property.  The 
eye  of  the  spectator  is  controlled  as   it  automatically  focusses  on  the  brightest  part  of  the  stage. 

CHOOSIfIG  A  LIGHT  SYSTEM 

The  comments  made  under  the  corresponding  sound  section  also  apply  here.     The  only  difference 
is  the  availability  of  lighting  consultants,  of  which  there  are  far  fewer  than  are  available  for 
sound.     The  nearest  professional  theatre,  however,  will  probably  have  someone  who  can  provide  you 
information  at  little  or  no  charge. 


1.    THE  SETTING 

Lighting  is  not  affected  so  much  by  setting,  be  it   indoors  or  outdoors,  as   is  sound. 

The  only  requirements  for  lighting  are  that  there  be  sufficient  room  to  house  and  arrange 

it,  and  that  the  light  be  able  to  reach  all  areas  of  the  stage  uninterrupted.     The  lighting 
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position   (i.e.,  where  the  light  fixtures  are  placed)    is  also  of  great   importance.     Light  must 
reach  all  of  the  stage  and  the  angle  must  be  correct  so  that   it  does  not  create  too  much 
shadow  or  dazzle  the  performer.     Again  someone  with  a  little  lighting  knowledge  can  assist. 

To  accommodate  these  requirements,  light  stands,  scaffolding,  "battens"  and  "booms"  may 
have  to  be  used  (refer  to  glossary).  Space  may  also  have  to  be  allotted  for  a  light  control 
board  in  the  audience  area. 


2.    TYPE  OF  EVENT 

Lighting   is  basically  needed  to  illuminate  the  stage,  allowing  the  audience  to  see  what 
is  being  performed. 

As  was  mentioned  before,   lighting  can  provide  atmosphere  and  contrast  to  the  performance. 
Lighting  directions  are  written   into  many  plays.     Musicians  and  dancers  may  request  that 
special   lighting  be  added  to  their  performances. 


3.    THE  AUDIENCE 

The  stage  must  be  sufficiently  lit  for  clear  and  easy  viewing  from  all  audience  viewing 
points.     Easy  viewing  means  no  glare  from  too  much  light  and  no  rapid  changes  in  intensity 
or  too  little  light,  all  of  which  can  tire  the  viewer. 


4.    POWER  SUPPLY 

Lighting  equipment,  like  sound,  can  consume  more  power  than  may  be  available.  Power 
rating  for  lighting  equipment  should  be  checked  before  hand  and  auxiliary  booster  systems  or 
generators  added   if  ratings  exceed  the  available  power  supply  rating. 


THE  LIGHTING  RENTAi. 

All  of  the  points  mentioned  under  the  corresponding  sound  heading  will  also  apply  here.  One 
point  to  be  added  is  that  lighting  systems  should  be  booked  further  in  advance,  by  two  weeks  to  a 
month,  than  sound  systems  due  to  their  lesser  availability. 


REflTAL  COST 

As  with  sound  systems,  each  component  of  a  lighting  system  can  be  rented  out  separately. 
Again,  the  large  number  of  available  components  and  their  cost  variability  based  on  quality  and 
function  give  a  wide  spectrum  of  choices. 
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The  components  listed  are  those  most  often  requested  and  most  commonly  available  on  the  rental 
market. 


AUXILLARY  BOARDS  -  ranging  from  those  that  can  control   1,500  watts  of  lighting  to  those  that  can 
handle  3,000  watts  -  the  rent  will   run  from  about  $5  -  $50  a  day. 

FOOTL I GHTS  -  a  group  of  six  -  six  inch  500  watt  footlights  go  from  about  $7  -  $15  a  day  depending  on 
whether  light  or  quartz  bulbs  are  used.     The  same  set  up  using  1,000  watt     light  or  quartz  bulbs 
from  $7  -  $25  a  day. 

FRESNEL    SPOTLIGHTS        -  six  inch  fixture  or  bulb  will   rent  from  about  $2  -  $5  a  day. 

LETCO  SPOTLIGHTS  -  six  inch  500  watt  letcos  rent  from  $2  -  $3  a  day.  Eight  inch  1,000  watts  around 
$5  a  day. 

TREE  STANDS  -   rent  from  $5  -  $10  a  day. 
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Glossary/  Lighting 


AUXILIARY  BOARD. 


A  portable  lighting  control  or  dimmer  board. 


BABY  SPOT.      ^  wattage  spotlight,  usually  400  watts  or  less. 

PARN-TinnR 

DnixM  uuuf\.  Shutters  or  flaps,  usually  two  or  four,  which  are  attached  to  the  front  of  the  light 
in  order  to  control   the  shape  of  the  light  beam. 

^^"^"^^^ ;     A  horizontal  pipe  above  the  stage  on  which  lights  and  scenery  can  be  hung. 
P.FAM 

;      The  cone  of  light  from  a  lighting  instrument. 


BOARD  (generally  switchboard). 


A  horizontal   row  of  dimmer  switches, 


BOOM. 


Vertical   pipe  from  which  lights  can  be  hung. 


PDRDFRS 

.     Neutral  or  designed  strips  of  material  hung  above  the  stage  to  form  a  limit  to  the  stage 
and  mask  the  technical   regions  above  the  performance  area. 

BROAD. 

A  wide  angle  floodlight. 

COLOR  flEDIA.     ^j^y  colored  transparent  material   that  can  be  placed  in  front  of  a  lighting  instrument 
to  color  the  1  i  ght .  These  are  often  referred  to  as  "gels"   (for  gelatin);  cut  glass  and  other  plastic 
materials  are  also  used. 

COfjTROL  BOARD,  distribution  point  of  electrical  energy  where  the  amount  of  energy  going  to 

the  various  lighting   instruments  on  the  stage  may  be  controlled. 


CYCLORAflA.  A 


large  curtain  of  canvas,  or  other  material   hung  at  the  back  of  the  stage  as  a 


backdrop. 


CYC  LIGHTS.      See  "footlights". 

DIHNER   (board).  means  for  changing  the  amount  or  intensity  of  light. 
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FLOODLI GHT .      Large  beam  lighting  equipment.     Flooding  equipment   is  so  unselective  that  its 
usefulness  lies   in  the  lighting  of  large  area  of  scenery  such  as  cycloramas  rather  than  the 
performing  area. 

FOLLQK  SPOT.  ^  hlgU  power,  narrow  beam  spotlight  suited  for  long  throws  (100  to  300  feet).  It 
is  designed  for  hand  operation  to  follow  the  movement  of  performers. 

FOOTLI  GUTS  .     ^  strip  of  Ughts  horizontally  mounted  at  floor  level  along  the  front  of  a  stage. 
FRESNEL  SPOTLIGHT.     ^  spotlight  which  sends  out  a  beam  of  light  with  soft  edges. 

HARD  LIGHT: 


A  light  that  produces  hard  or  sharply  defined  shadows. 


HOUSELIGHTS.  ^ 


general   lighting  system  permanently  installed  in  the  audience  area  of  a  theatre, 


studio,  auditorium,  etc 

INTENSITY. 


A  measure  of  the  "strength"  of  a  light  source  in  a  particular  direction, 


LETCO  SPOTLIGHT   (profile  spotlight).      a  spotlight  which  projects  a  profile  or  outline  of  any 
chosen  shape  and  with  any  desired  degree  of  hardness/softness   (contrast)   to  the  edge  of  the  beam  of 
1 ight. 

^^^"^^^  ^^"^  ;      A  light  that  produces  soft  or  poorly  defined  shadows   (i.e.   Fresne  1 -spots ) . 
cpQTI  ]rMT 

.      ^  light  that  throws  a  narrow  beam  of  light  onto  the  stage.      It   is  used  to  highlight 
a  performer  or  prop  on  the  stage  and  to  follow  action. 

TREE  OR  TOWER.      ^  high  stand  with  horizontal  arms  on  which  to  mount  lights. 
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INVOLVING  THE  VISUAL  ARTIST 


The  visual  arts  community  throughout  the  Province  has  changed  from    the   occasional  hobbyist 
attitude  to  a  professional  attitude  towards  the  development  of  all  art  forms.     This  is  true  even 
for  the  amateur  artist  and  student  as  they  strive  to  better  their  skills  and  artistic  expression. 
The  organizers  of  the  visual  arts  component  of  a  festival  should  be  aware  of  this  fact  and  address 
this   in  the  arts  programming.     The  festival  organizers  should  meet  with  the  individual  artists  in 
the  community  and  the  arts  and  crafts  organizations  before  formulating  plans  for  the  visual  arts 
component.     In  this  way  the  needs  of  both  the  artist  and  the  festival  organization  can  be  met. 

The  artist  or  artistic  group  must  realize  some  benefit  from  participating   in  the  festival; 
such  as 


1.  exposure  of  their  work  to  the  public 

2.  a  vehicle  for  marketing  their  work 

3.  a  learning  experience  for  the  young  artist 

4.  a  source  of  income  for  the  artist. 

The  festival  organization  will  also  benefit  from  the  visual  arts  component;   for  example: 


1.  Greater  variety  and  participation  will  attract  and  interest  more  of  the 
community  in  the  festival. 

2.  The  festival  organizers  will  be  recognized  by  their  community  as  enhancing 
the  development  of  the  arts. 

3.  The  festival  organization  will   realize  some  revenue  from  the  visual  arts. 


Of  course,  the  public  will  also  benefit  greatly  from  the  visual  arts  component.     However,  the 
success  of  this  component  will  depend  on  the  organizers     recognizing  and  understanding  the  needs  of 
the  visual  artist  and  the  public.     The  festival  organizers  can  first  contact  their  local  arts 
community  and  then  the  many  resources  available  to  them  including  Alberta  Culture's  Field  Services 
and  Visual  Arts  Branch.     For  these,  see  "SOURCES  OF  INFORMATION". 


SPACE  FOR  THE  VISUAL  ARTS 

Festival  organizers  will  need  to  provide  the  visual  artist  with  space  in  which  he  can  display 
and/or  sell  his  work.     This  space  is  most  often  a  booth  for  each  artist  or  group.     The  booths  must 
be  protected  from  the  elements  if  they  are  outdoors,  and  must  be  made  secure  when  people  are  absent 
from  the  booth. 

The  organizers  should  check  with  the  artist  to  see  what  his  needs  will   be,  such  as  tables, 
chairs,  shelves,  a  display  wall,  etc.     Each  booth  will,  of  course,  need  good  lighting. 
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If  demonstrations  of  arts  and  crafts  will   be  taking  place,  these  may  need  special  considerations 
for  power  and  water,  and  may  require  specialized  equipment  such  as  a  potter's  wheel  or  quilting 
frame.     In  most  cases,   the  artist  or  group  will   supply  their  own  equipment. 

In  planning  the  visual  arts  programming,   it  will   probably  be  necessary  to  make  some  financial 
arrangements  for  the  artists'   use  of  the  booths.     This  can  be  either  a  rental   fee  paid  by  the  artist 
to  the  festival  organization  or  a  percentage  of  the  artist's  total  sales  paid  to  the  festival 
organization.     This  is  usually  done  only   if  the  artist   is  selling  his  work  at  the  festival. 

All   these  arrangements  should  be  made  well   before  the  festival   date.     This  will  avoid  last 
minute  confusion    and    misunderstanding,  and  will  ensure  that  the  visual  arts  component  of  the 
festival   is  a  success. 


ART  DISPLAYS 


All  works  of  art  are  unique  and  irreplaceable.     They  are  valuable,  whether  they  are  done  by 
amateurs    or    professionals.     As  such,  special  care  is  to  be  taken   in  the  handling  and  exhibiting 
of  any  piece  of  art. 

The  first  thing  for  the  exhibitor  to  consider  is  the  amount  of  space  needed  to  display  the 
art.     Space  is  not  only  needed  to  physically  accommodate  the  exhibit  but  to  do  it  in  an  aesthetically 
pleasing  manner.     This  means   leaving  space  between  each  work  to  set   it  off  from  others.     One  rule  is 
to  measure  the  horizontal   lengths  of  each  piece  of  art  to  be  hung  on  a  wall  and  add  them  all  together. 
Double  this  total  and  an   idea  will   be  gained  as  to  the  amount  of  wall   space  needed. 

It   is  advisable  to  have  the  art  present  at  the  exhibit  site  well    in  advance  of  the  time  it  is 
to  be  displayed.     This  will   allow  the  exhibitor  enough  time  to  arrange  the  art. 

Tine  should  also  be  made  available  to  take  environmental   considerations  into  account.  Major 
fluctuations  in  humidity  and  temperature,  for  instance,  can  seriously  damage  a  piece  of  art.  Art 
that  arrives  at  an  exhibit  site  in  a  protective  container  should  be  placed  in  the  room  it   is  to  be 
displayed  in  for  twenty-four  hours  while  still   in  the  container.     This  will  enable  it  to  acclimatize 
to  the  humidity  and  temperature  in  the  room. 

Incorrect   lighting   is  also  harmful   to  art.     Ultraviolet  light,  present   in  sunlight  and 
fluorescent  light,   is  to  be  avoided  as  it  will   cause  fading.     Incandescent  light  should  be  used 
whenever  possible. 

Common  sense  is  the  best  guide  to  use  when  handling  art.     Avoid  direct  contact  with  the  art 
work  by  wearing  gloves  or  carrying   it  by  the  frame.     Display  ceramic  art  on  stands  big  enough  to 
hold  the  pieces.     Any  work  of  art  that  begs  to  be  touched,  such  as  porcelain,  should  be  suitably 
protected  by  plexiglass  or  similar  covers. 


32 


Never  use  adhesive  hangers  to  hang  art.     They  will  dry  allowing  the  art  to  fall.     Hooks  and 
nails  are  available  from  framing  and  hardware  stores  with  ratings  given  as  to  how  much  weight  they 
can  support. 

Security  is   important  to  any  art  exhibit.     People  are  always  wanting  to  touch,  handle  and 
steal  pieces  of  art.     Have  security  personnel   strategically  positioned  so  that  every  piece  of  art 
is  visible  to  them.     If  this  is  not  possible,  the  art  work  should  be  placed   in  locking  display  cases. 


TENTS 

Tents  do  more  than  provide  shelter  to  a  festival  site.     They  will  also  add  an   intimate  festival 
atmosphere. 

Before  renting  a  tent,  consider  the  amount  of  room  it  needs  to  cover.     The  minimum  amount  of 
space  that  should  be  allotted  per  person   is  six  square  feet.     Dimensions  of  the  props  and  any  other 
equipment  needed  inside  the  tent  will  also  have  to  be  calculated. 

Dry,   level  grassy  areas  are  best  for  putting  up  tents  on.     If  stakes  with  guy  ropes  are  to  be 
used  to  anchor  the  tent,  then  a  wide  margin  should  be  provided  between  the  tent  and  any  asphalt  or 
concrete  surfaces. 

Tents  are  available  in  canvas,  polyester  and  vinyl  with  a  variety  of  shapes,  sizes  and  colours 
to  choose  from.     The  cost  of  renting  a  tent  will  depend  on   its  construction  and  the  number  of  square 
feet  to  be  covered.     Setup  is  usually  included  in  the  rental   cost.     Transportation  costs  (if 
necessary),  will  have  to  be  added. 

Most  tent  rental  companies  have  tents  of  a  basic  unit  size  that  can  be  put  together  with  tents 
of  the  same  size.     Rent   is  based  on  the  number  of  tent  units  used.     For  example,  a  standard  size 
tent   (unit)  of  twenty  by  twenty  feet  rents  for  about  $300  for  a  period  of  one  to  five  days.  A 
one-hundred  by  twenty  feet  tent,  five  times  the  standard  unit  size,  will   rent  for  $1,500  over  the 
same  period. 

Tent  companies  are  not  the  only  places  to  look  for  renting  "large"  tents.     Companies  that  cater 
to  parties  and  barbecues  will  often  consider  renting  out  the  tents  they  use.     There  are  also  companies 
that  deal    in  "instant  structures"  made  of  heavy  poly  ethylene.     These  structures  are  usually  only 
rented  out  for  long  periods  of  time. 


SECURITY  FENCES 

A  temporary  fence  structure  setup  around  the  festival  site  will  discourage  trespassers,  vandals 
and  thieves  from  obtaining  access  to  the  festival  site  facilities.     They  are  also  an  effective  form 
of  crowd  control;  funnelling  people  into  the  proper  lines  and  helping  to  regulate  and  restrict  the 
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traffic  of  both  people  and  cars. 


For  cost,  convenience  of  setup  and  accessibility  from  retailers,  a  snow  fence  is  a  good  choice. 
It  can  be  made  hard  to  get  through  by  keeping   it  slack  enough  so  that  people  will   find   it  difficult 
to  hop  over,  while  not  slack  enough  so  as  to  allow  people  to  walk  over  it.     They  are  also  chemically 
treated  with  a  red  substance  that  comes  off  when  touched.     This  alone  should  prove  to  be  a  good 
deterrent . 

Snow  fences  are  available  from  fence  suppliers  as  well  as  some  of  the  building  supply  dealers. 
The  cost  of  a  one-hundred  feet  roll  of  snow  fence,  with  posts  and  clips  included,  ranges  from  $60  to 
$150.     This  does  not  include  installation  or  transportation. 


USE  OF  SCHOOLS 

Each  local  school  board  has  a  different  set  of  rules  and  regulations  governing  the  use  of 
schools  by  the  community.    To  find  out  what  these  are,  contact  your  local  school  board,  the  principal 
of  the  school  you  wish  to  use,  or,   in  the  case  of  some  school  districts,  the  local  school  control 
committee,   (made  up  of  the  school  principal  and  local  citizens). 

Calgary  schools,  both  public  and  separate  are  booked  through  the  City  of  Calgary    Parks  and 
Recreation  Department  for  the  months  September  through  June.     Only  the  Calgary  public  schools  are 
available  in  July  and  August.     Enquiries  for  these  months  can  be  made  through  the  public  shcool 
board's  rental  division. 

School  equipment,  such  as  chairs,  sound  and  lighting  equipment  can  often  be  obtained  and,  in 
some  instances,  even  removed  from  the  school  for  use  elsewhere.     Contact  local  school  authorities 
regarding  regulations  on  this. 


FOOD  DISPLAYS  AND  CONCESSION  STAMPS 

The  proper  care  and  handling  of  food  is  important,  not  only  for  appearance  sake,  but  also  for 

health  reasons.     Information  relating  to  the  subject  can  be  obtained  from  your  local  board  of  health 
or  health  inspector. 

Most  of  the  points  regarding  the  handling  of  food  refer  to  common  sense.     Persons  handling  food 

are  advised  to  practice  strict  personal  hygiene,  be  in  good  health  and  wear  clean  clothes.  The 

utensils     used  to  prepare  food  and  the  surfaces  on  which  it   is  placed  are  to  be  sanitized.  All 
garbage  is  to  be  put   in  covered  containers  and  taken  away  when  conveniently  possible. 

When  not  being  served,  food  is  to  be  properly  covered  and  protected.     Careful  attention  is  to 
be  paid  to  foods  that  are  moist  and  contain  protein.    These  foods  are  most  susceptible  to  spoilage 


and  should  be  either  avoided  or  served  soon  after  preparation. 


PORTABLE  WASHRQOnS 

Portable  washrooms  are  a  must  for  outdoor  festival   sites.     Each  municipal  district  has  a  law 
governing  the  number  of  toilets  to  be  made  available  based  on  the  number  of  people  expected.  The 
site  committee  will   have  to  check  with  the  local  municipal  office  regarding  this. 

Portable  toilets  are  listed  in  the  Yellow  Pages  under  "Toilets  Portable".     Chemical  toilets 
are  the  ones  most  often  used.     There  is  no  need  to  disturb  the  site  and  the  toilet  can  be  picked  up 
the  next  day  and  pumped  out  elsewhere. 

The  majority  of  portable  toilets  are  rented  out  to  construction  firms  for  long  term  use.  For 
this  reason,   it  is  not  always  possible  to  rent  portable  toilets  for  one  or  two  days.     (The  rental 
company  may  reconsider  if  the  number  ordered   is  large  enough).     The  rental  cost  for  the  weekend  or 
day  use  of  a  chemical  toilet  is  about  $55.     Transportation  costs  are  usually  over  .50c  a  mile. 
Two  weeks  notice  should  be  given  to  ensure  the  rental.     A  month's  notice  should  be  given  when 
dealing  with  a  Calgary  firm  and  longer  if  the  toilets  are  needed  during  Calgary  Stampede  Week. 


ANIMALS  (rules  and  regulations  governing  the  use  and  handling  of  animals  in  festival 

TYPE  events) 

A  person  or  organization  that  wants  to  use  animals   in  a  festival   type  event  does  not  have  to 
consult  with  a  government  agency  to  obtain  permission  to  use  them.     They  are,  however,  subject  to 
the  rules  and  regulations  of  The  Animal  Protection  Act  of  Alberta. 

The  Act   is  enforced  by  the  Society  for  the  Prevention  of  Cruelty  to  Animals,   (The  S.P.C.A.). 
The  SPCA  is  allowed  under  the  Act  to  investigate  and  police  any  event   involving  animals   in  Alberta. 
They  have  the  authority  to  remove  a  sick  animal,   request  changes  be  made  to  the  treatment  of  animals 
and  lay  charges  for  cruelty  under  the  Act.     It  is  against  the  law  for  an  SPCA  officer  to  be  stopped 
from  their  duties  as  an  investigator. 

The  SPCA's  main  concern,  when  policing  an  event   is,  preventing  any  situation  that  may  cause 
injury  or  sickness  to  an  animal.     This  includes  making  sure  ramps  used  for  loading  and  unloading 
animals  are  in  good  condition,  corrals  and  stables  are  also  in  good  condition,  food  and  water  is 
adequate,  animals  are  well   bedded  and  calves  with  mothers  are  not  exhibited  more  than  once  daily. 

For  rodeos,  they  check  to  see  that  a  veterinarian   is  on  hand,  that  spurs  and  equipment  on 
bronc  riders  are  not  dangerous  to  the  animal,  that  chutes  are  safe  and  no  whips  or  prods  are  used 
to  excite  the  animals. 
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BANNERS.  FLAGS  AND  PENNANTS 


Decorating  utility  poles,  streets  and  the  festival  s i te  wi  th  banners ,  fl ags ,  and  pennants  are  a 
great  aid     in  getting  a  community  in  a  festival  spirit.     Besides  adding  color  and  atmospliere  they 
also  alert  visitors  that  a  festival   is  taking  place. 

Banners,  flags,  pennants  and  other  promotional  materials  can  usually  be  obtained  from  novelty 

stores  or  through  advertising  agencies.     One  hundred  foot  long  strings  of  pennants  range  in  price 

from  $10  to  $25.     Custom  printed  pennants  are  harder  to  locate  and  should  cost   in  the  neighborhood 
of  $50  for  sixty  feet,    (as  wide  as  most  city  streets). 

Two  feet  by  three  feet  color  striped  nylon  flags  cost  approximately  $25  each.     Eighteen  by 
thirty-six  inch  Canadian  and  Provincial   flags  cost  about  $10  to  $15.     Three  feet  by  ten  feet  custom 
printed  banners  are  priced  from  $110  to  $130,  depending  on  color  schemes. 

Banners,  flags  and  pennants  using  standard  colors  can  usually  be  acquired  within  a  week  of  the 
event.     Custom  designing  can  take  as  long  as  two  months.     Prices  given  are  based  on  minimum  orders. 
Discounts  are  usually  given  with  larger  orders. 


HELIUM  FOR  BALLOONS 

It  seems  that  wherever  there  are  festivals  there  are  balloons.     Of  course,  the  best  balloons 
are  filled  with  helium.     Helium,  unfortunately,   is  not  always  easy  to  find. 

if  there  is  no  listing  for  helium  in  the  Yellow  Pages  of  the  "Phone  Directory"  then  the  next 
places  to  look  are  oxygen  supplies  and  welding  supplies. 

The  standard  helium  tank  contains  two  hundred  and  eighty  cubic  feet  of  helium,  enough  to  fill 
one  thousand  balloons  of  eight   inch  diameter  (normal   balloon  size).     One  standard  helium  tank  with 
adapter  for  balloons  will   rent  from  $60  to  $200  (t ransportat i on  not  included).     A  damage  deposit  of 
$75  to  $100  is  usually  required. 
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Sources  of  Information 


1.    Al  BF-RTA  CULTURE 

_(a)     FIELD  SERVICES  -  Field  service  regional   representatives  act  as  communication  links  between 
Alberta  Culture  and  their  respective  regions.     They  attempt  to  assure  that  these  needs  are 
met  through  the  best  use  of  resources  available  to  the  community  whether  the  source  be 
local,   provincial  or  federal. 

Working  as  guides  to  government's  resources  they  play  a  developmental  role  in  the  planning 
and  organization  of  community  and  regional  activities. 


Currently  there  are  six  Field  Offices  serving  the  Province: 


EDMONTON  WEST 

Alberta  Culture 
12th  Floor,  CN  Tower 
10004  -  104  Avenue 
Edmonton,  Alberta 
T5J  0K5 
(403)  427-8089 


CENTRAL  ALBERTA 

Alberta  Culture 
Provincial  Building 
5201  -  50  Avenue 
Wetaskiwin,  Alberta 
T9A  0S7 
(403)  352-2241 


NORTHEASTERN  ALBERTA 
Alberta  Culture 
Prov  inci  al   Bu  i 1 d  ing 
Box  2  469 

St .   Paul  ,  Al berta 

TOA  3A0 

(403)  645-4475 


SOUTH  CENTRAL  ALBERTA 
Alberta  Culture 
Room  100 

140  -  Ist  Avenue  S.W. 
Calgary,  Alberta 
T2P  0A5 
(403)  261-6116 


NORTHWESTERN  ALBERTA 
Alberta  Culture 
Room  402 ,  Aberdeen  Centre 
9728  Montrose  Avenue 
Grande  Prairie,  Alberta 
(403)  539-2408 


SOUTHERN  ALBERTA 

Al berta  Cul ture 
Provincial  Building 
770  -  6  Street  S.W. 
Medicine  Hat,  Alberta 
(403)  529-3635 


(b)       VISUAL  ARTS  -  Visual  arts  and  crafts  development   involves  individuals  and  organizations  at 
many  levels  and  in  all   regions  of  Alberta. 


The  Visual  Arts  Branch  acts  in  part  as  a  clearing  house  and  resource  centre  for  services 
available  throughout  the  Province  as  well   as  offering  programs  and  consultative  services. 


Alberta  Tulture 

V i  sua  1  Arts  B ranch 
10158  -  103  Street 
Edmonton,  Alberta 
T5J  0x7 
(403)  427-2031 
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CULTURAL  HERITAGE  -  The  objectives  of  the  Cultural  Heritage  Branch  are: 

-  to  give  Albertans   increasing  pride  and  identity  as  a  people; 

-  to  unite  us  in  singular  strength  through  understanding  of  our  individual  ethno-cul tural 
backg  rounds ; 

-  the  sharing  of  our  cultural  diversity  and  richness,  and  appreciation  of  our  evolving 
identity  and 

-  to  stimulate  the  living  arts. 


Alberta  Culture 

Cultural  Heritage  Branch 
12th  Floor,  CN  Tower 
lOOOA  -  ^0k  Avenue 
Edmonton,  Alberta 
T5J  0K5  . 
ik03)  427-2927 


FACILITY  DEVELOPMENT  -  The  Facility  Development  Branch  is  able  to  offer  consultative 
services  concerning  stage,  sound  and  lighting  planning. 


Alberta  Culture 

Facility  Development  Branch 

12th  Floor,  CN  Tower 

10004  -  104  Avenue 

Edmonton,  Alberta 

T5J  0K5 

(403)  427-2568 


PERFORMING  ARTS  -  The  Performing  Arts  encourages  and  assists  in  developing  the  performing 
arts  of  dance,  drama  and  music  in  Alberta. 


Public  programs  fall  into  four  categories:  education,  touring,  financial  assistance, 
special  programs  and  consultative  services. 


Alberta  Culture 

Performing  Arts  Branch 
11th  Floor,  CN  Tower 
1 0004  -  1 04  Avenue 
Edmonton,  Alberta 
T5J  0K5 
(403)  427-6316 


HISTORICAL  RESOURCES  DIVISION  -  The  Historical  Resources  Division  coordinates  both 
government  and  public  efforts  to  preserve,  study  and  interpret  the  evidence  of  Alberta's 
history  -  archaeological  material,  documents,  historic  sites  and  records  of  natural  and 
human  history. 


Alberta  Culture 

Historical  Resources  Division 

Old  St.   Stephens  College 

8820  -  112  Street 

Edmonton,  Alberta 

T6G  2P8 

(403)  427-3182 
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PUBLIC  FOUNDATIONS 


(a)  ALBERTA  ART  FOUNDATION  -  The  Alberta  Art  Foundation,  created  in  1972,  meets  the  need  for  a 
concentrated,  organized  effort  to  encourage  public  interest  and  enjoyment  in  the  growing 
body  of  high  quality  art   in  Alberta. 

With  assistance  of  Alberta  Culture,  the  works  are  mounted  for  display  in  circulating 
exhibits   in  the  Province  and  elsewhere. 

Alberta  Art  Foundation 

hth  Floor  Beaver  House 
10153  -  103  Street 
Edmonton,  Alberta 
T5J  0X6 
{h03)  427-2031 

(b)  ALBERTA  CULTURAL  HERITAGE  FOUNDATION  -  The  objects  of  the  Alberta  Cultural  Heritage 
Foundation  are: 

-  to  preserve  the  cultural  wealth  of  our  past  including  the  language,  art,  music  and  rites 
of  ethno-cu 1 tura 1  groups  in  Alberta; 

-  to  support  and  contribute  to  the  development  of  an  understanding  of  the  ethno-cu 1 tura 1 
background  of  Albertans; 

-  to  provide  persons  and  organizations  the  opportunity  to  participate  in  the  preservation 
and  promotion  of  the  culture  of  Alberta. 

Alberta  Cultural  Heritage  Foundation 
#202,  9924  -  106  Street 
Edmonton,  Alberta 
T5K  ^Ch 
(403)  423-3741 

(c)  ALBERTA  FOUNDATION  FOR  THE  PERFORMING  ARTS  -  The  objects  of  the  Alberta  Foundation  for  the 
Performing  Arts  are: 

-  to  promote  the  performing  arts  in  Alberta; 

-  to  provide  persons  and  organizations  the  opportunity  to  participate  in  the  performing  arts 

-  to  support  and  contribute  to  the  development  of  the  performing  arts. 


Alberta  Foundation  for  the 
Performing  Arts 
Suite  911,  10621  -  100  Avenue 
Edmonton,  Alberta 
T5J  0B3 
(403)  426-2143 
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"Alberta  Culture's  "A  Guide  to  Programs  and  Services"  -  this  booklet  presents  brief  descriptions 
of  various  branches  within  Alberta  Culture  and  the  programs  and  services  they  offer. 


2.  -'The  Heritage  Day  Manual,  prepared  by  Albert  Culture,  Cultural   Heritage  Branch.      Intended  for  the 

use  of  communities  putting  on  festivities  for  August  1st,  Heritage  Day.     Besides  detailing 
information  on  the  organization,   it  also  has  useful   tips  on  problems  that  are  to  be  looked  after. 

3.  "An  Approach  to  Public  Relations,  prepared  by  Alberta  Culture,  Cultural  Heritage  Branch.  Supplies 

the  reader  with  useful  tips  on  how  to  operate  a  public  relations  program. 

h.   "An  approach  to  Fund  Raising,  prepared  by  Alberta  Culture,  Cultural  Heritage  Branch.     Gives  infor- 
mation on  who  to  approach  in  the  public  and  private  sectors  when  looking  for  potential  funding 
sponsors.     An  accompanying  Funding  Directory,  also  completed  by  Alberta  Culture,  Cultural  Heritage 
Branch,  has  useful    information  on  companies,  foundations  and  government  departments  to  contract. 

5.  "Structuring  Towards  Development,  prepared  by  Alberta  Culture,  Visual  Arts  Branch.     A  manual 

designed  to  assist  visual  arts  and  crafts  organizations  to  develop  organizational  skills,  to  gain 
recognition  and  to  obtain  assistance. 

6.  "Visual  Arts  and  Crafts  Facility  Planning,  prepared  by  Alberta  Cu 1 tu re,  V i sua  1  Arts  Branch.  A 

manual   to  provide  guidance  for  those  i nvol ved  with  the  planning  of  facilities   in  connection  with 
those  activities  that  relate  to  the  visual  arts  and  crafts. 

7.  "The  Theatre  Handbook,  prepared  by  Alberta  Culture,  Facility  Development  Branch.     Discusses  in 

detail   the  design  of  auditoriums,  stages,  equipment    and  renovations. 

8.  "Alberta  Performing  Artist  I98O,  prepared  by  Alberta  Culture,  Performing  Arts  Branch.     A  directory 

of  touring  performing  artists  who  are  available  to  communities. 

9.  Sponsors'   Handbook  for  Touring  Attractions,  prepared  by  the  Touring  Office  of  the  Canada  Council, 
Ottawa,   revised  September  1978.     Prepared  for  sponsors  of  touring  attractions,   it  contains  infor- 
mation that  would  be  useful   to  any  festival  sponsor,   i.e.,  pub  1 i ci ty ,  f und-ra i s i ng ,  budgeting, 
cont  ract  ing ,  etc. 

10.  GTE  Sylvania  Lighting  Handbook,  6th  edition,  1977. 

11.  Planning  Festivals  and  Events,   Canadian  Government  Office  of  Tourism  provides  general  background 
on  the  setting  up  of  a  festival  organization,   including  specifics  on  particular  p robl ems/concerns 
related  to  a  festival. 


Money  Making  Ventures  for  Community  Organizations  -  A  how  to  do  it  manual   prepared  by  Alberta 
Agriculture.     A  booklet  that  was  prepared  for  Alberta's  Agricultural  Societies  about  raising 
money  through  community  events.     It  also  contains  useful    information  for  any  group  wishing  to 
rai  se  money. 

"These  publications  are  available  free  of  charge  from  the  Alberta  Culture  Field  Offices 
and  the  respective  Branches   in  Edmonton. 
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